2126 - PERMIT CLERK Il
NATURE OF WORK

Thisis specidized responsible supervisory and clerical work processing construction permit applications
including moderately complex work procedures. Theincumbent isresponsiblefor overseeing thereview of
congtruction permit gpplications, theissuing of congtruction permits, the securing of ingpection gpprova, and
the recording of completed projects. Dutiesinclude assisting owners, contractors, and developersinfiling
goplications for building permits, determining the completeness of permit gpplications, and obtaining the
required documents to ensure compliance with established rules and regulations.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Supervises permit clerks and other clerica personne involved in permit counter activities.

Receives various congtruction permit gpplications from avariety of sources, issues and distributes plansto
gppropriate personnd for review and ingpection; issues congruction permits following review and
approval.

Enters the gpplicable contractor, architect, and construction related data into computerized permitting
System.

Assgs the public by telephone or in person to obtain necessary documents and forms and by supplying
answersto avariety of procedura questions.

Operates a two-way radio to dispatch inspectors.

Assembles and summarizes materid from files, cross references data, locates information requested and
prepares analysis of data.

Supervises permit counter accounting procedures and generates computerized accounting reports on a
daily, weekly, and yearly basis.

Performs related duties as required.

KNOWLEDGE, SKILLSAND ABILITIES

Condderable knowledge of related departmental and City poalicies, rules and procedures.

Consderable knowledge of codes, laws, regulationsand ordinances pertaining to the congtruction permitting
process and contractor licensing requirements.

Knowledge of supervisory principles and practices.

Knowledge of genera office methods and procedures.

Ability to make decisons in accordance with City and departmenta policy.

Ability to supervise subordinatesin a manner conducive to full performance and high morde.

Ability to explain regulations to the public in a courteous and tactful manner.

Ability to read and follow pertinent codes, laws, ordinances and regulations.

Ability to understand and follow verba and written ingtructions.

Ability to perform basc mathematica computations with speed and accuracy.



Ability to prepare reports, complete forms, and maintain accurate records.
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Ability to receive and account for various monies.
Ability to establish and maintain effective working relationships with other employees and the public.
SKill in the operation of various types of office equipment.

MINIMUM REQUIREMENTS

Employed by the City for the past six (6) months (part-time employment will be prorated) AND havetwo
(2) yearsfull-time experience in processing construction permit gpplications.

PHYSICAL REQUIREMENTS

Musgt have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and personal contact. Physica capability to effectively use
and operate various items of office related equipment, such as, but not limited to, word processor,

caculator, copier, and fax machine. No sgnificant standing, walking, moving, climbing, carrying, bending,
knedling, crawling, reaching, and handling, Stting, sanding, pushing, and pulling.

SUPERVISION RECEIVED

Generd and specific assgnments are received and work is performed with latitude for the use of

independent judgement in the application of departmentd rules, regulations and procedures. Supervisonis
received by periodic review of work through persona observations and conferences for compliance with
departmenta operating procedures.

SUPERVISION EXERCISED

Trains, schedules, directs, and evauates the work of permit clerks and other clerica subordinates.
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